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8.00 
How do I request 

permission to dispose of 
original paper records 

stored as digital images? 

Have you identified 
the record series for 

the paper records 
you wish to retain as 

digital images? 
Do you want to scan 
less-than-permanent 

records you create 
and receive on an 

ongoing basis as part 
of standard business 

practice? 

Will you or have you 
scanned less-than-
permanent records 
as part of a finite 

digitization project? 

Are any of the 
records you wish to 
dispose of paper for 

designated as 
permanent or life of 

structure?  

Municipal: Form RC-045 
State: Form RC-145 

Municipal: Form RC-040 
(formerly RC-075.1) 
State: Form RC-140 

(formerly 108.1) Form RC-245 – both 
state and municipal 

Please contact the 
Office of the Public 

Records 
Administrator to 

further discuss your 
project. 

You must identify the 
record series you want to 
maintain as digital images 
after disposing of paper 
originals. Please contact 

our office with questions. 
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Use this decision tree to identify which 
form your agency should use to request 
permission to dispose of original paper 

records stored as digital images in 
accordance with PRM 101: Disposition 
of Paper Records after Scanning (2024). 

https://ctstatelibrary.org/publicrecords
https://ctstatelibrary.org/wp-content/uploads/2024/06/Form-RC-045_AnnualCert_2024.pdf
https://ctstatelibrary.org/wp-content/uploads/2024/06/Form-RC-145_AnnualCert_2024.pdf
https://ctstatelibrary.org/wp-content/uploads/2024/06/Form-RC-040_AuthToDispose_2024.pdf
https://ctstatelibrary.org/wp-content/uploads/2024/06/Form-RC-140_AuthToDispose_2024.pdf
https://ctstatelibrary.org/wp-content/uploads/2024/06/Form-RC-245_PermRecDigCert_2024.pdf
https://ctstatelibrary.org/wp-content/uploads/2024/06/PRM-101PaperDisposition2024.pdf
https://ctstatelibrary.org/wp-content/uploads/2024/06/PRM-101PaperDisposition2024.pdf

